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Steps to Gain Vendor eSignature on GDOT Contract 
Steps to Gain Vendor eSignature on GDOT Contract 

Vendor’s Contract Email Notification 

1. Once the GDOT submitter/requestor sends the electronic contract document, the Vendor will 
receive an email notification to Review and Sign the document. 

2. Select Review Document. 
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Creating your Corporate Seal and Signature 

 

1. Scan or take a picture of your Vendor’s corporate seal and signature. 
 

  
 

2. Upload and change the image type to JPEG. 
3. Select Save. 
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4. Locate your corporate seal file located on your computer. 
 

 
 

5. Right-click your file and choose to Open with Paint. 
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6. Choose the Select command. 
 

 
 

7. Select the Rectangular Selection option. 
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8. Select and drag your mouse over your corporate seal and signature. 
 

 
 

9. Resize your image. 
 

 
 

10. Select Crop. 
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11. Select File. 
12. Select Save As. 
13. Select JPEG picture. 
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14. Name your file. 
15. Select Save. 

 

 
 

Signing Documents with DocuSign 

 

Signing Documents without a DocuSign Account 

 

1. Place a check mark in the agreement box. 
2. Select Continue. 
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3. Select the Start button to start the signing process. 
 

 
 

4. Select the Sign icon to place an electronic signature, initial, or date. 
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5. In the Adopt Your Signature window, select Upload. 
 

 
 

6. Select Upload Your Signature. 
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7. Locate and choose the signature file location. 
8. Select the Preview Pane icon to preview your corporate seal and signature. 
9. Select Open. 

 

 
 

10. After making the signature selection or uploading the corporate seal image, select Adopt 
and Sign. 
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11. Select the Finish button located in the top-right corner of the web application or the bottom of 
the document. 
 

 

 
  

 

 

 

 

 

 

 

 

 

  

 
After you select Finish, 

DocuSign will prompt you to 
sign up for a free account. If you 

create an account with 
DocuSign, you will have the 
ability to track all contract 

approval processes related to 
your email account. 

Note 
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Signing Documents with a DocuSign Account 

 

1.  After you log into DocuSign, select the Manage tab. 
 

 
 

2. Select Action Required. 
3. Select your document. 
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4. Select the Start button to begin the signing process. 
 

 
 

5. Select the Sign icon to place an electronic signature, initial, or date. 
 

 
 

6. Select Change to adopt a new signature. 
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7. Select a previously created signature or select Add. 
 

 
 

8. In the Adopt Your Signature window, select Upload. 
9. Select Upload Your Signature. 
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10. Locate and choose the signature file location. 

11. Select the Preview Pane icon to preview your corporate seal and signature. 

12. Select Open. 
 

 
 

  



 

CATS – DocuSign for Vendor 
 

Page 18 of 18 
 

13. After making the signature selection or uploading the corporate seal image, select Adopt 
and Sign 

 

 
 

14. Select the Finish button located in the top-right corner of the web application or the bottom 
of the document 
 

 

 
 

Getting Help with DocuSign 

If you are having difficulty signing a document or have questions, please contact the Solutions Center  

at 404-631-1220 or email: SolutionsCenter@dot.ga.gov. 
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